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1. Introduction 

The Shire of Laverton (the “Shire”) is committed to delivering best practice in the 
purchasing of goods, services and works that align with the principles of transparency, 
probity and good governance and complies with the Local Government Act 1995 (the 
“Act”) and Part 4 of the Local Government (Functions and General) Regulations 1996, 
(the “Regulations”). Procurement processes and practices to be complied with are 
defined within this Policy and the Shire’s prescribed procurement procedures. 

2. Objectives 

The objective of this policy is to:  

a)  provide policy and guidance to all Council employees to allow consistency 
and robust   control over Council procurement activities; 

b)  deliver a best practice approach and procedures to ensure procurement for 
the   Council is aligned to the Council’s strategic objectives for all 
operational areas; 

 c)  provide guidance on ethical behaviour and ensure probity, transparency, 
effective competition, and the avoidance of conflicts of interest and 
nepotism in all Council procurement and contracting activities; 

 d)  ensure compliance with the Local Government Act 1995 and the Local 
Government (Functions and General) Regulations 1996. 

2.1 Value for Money 

“Value for money” is an overarching principle governing procurement that allows the 
best possible outcomes to be achieved for the Council.  

It is important to note that compliance with the specification is more important than 
obtaining the lowest price, particularly considering end-user requirements, quality 
standards, sustainability, life cycle costing, and service benchmarks. An assessment 
of the best value for money outcome for any procurement should consider:  

a)  All relevant whole of life costs and benefits, whole of life cycle costs (for 
goods) and whole of contract life costs (for services) including transaction 
costs associated with acquisition, delivery, distribution, as well as other 
costs such as, but not limited to, holding costs, consumables, deployment, 
maintenance and disposal.  

b)  The technical merits of the goods or services being offered in terms of 
compliance with specifications, contractual terms and conditions and any 
relevant methods of assuring quality.  
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c)  Financial viability and capacity to supply without risk of default (competency 
of the prospective suppliers in terms of managerial and technical 
capabilities and compliance history).  

d)  A strong element of competition in the allocation of orders or the awarding 
of contracts. This is achieved by obtaining enough competitive quotations 
wherever practicable.  

Where a higher priced conforming offer is recommended, there should be clear and 
demonstrable benefits over and above the lowest total priced conforming offer.  

 

2.2  Sustainable Procurement  

“Sustainable Procurement” is defined as the procurement of goods and services that 
have less environmental, social, and local economic impact than competing products 
and services.  

The Council is committed to sustainable procurement and, where appropriate, shall 
endeavour to design quotations and tenders to provide an advantage to goods, 
services and/or processes that minimise negative environmental, social, and local 
economic impacts. Consideration shall be given to the inclusion of environmental 
evaluation criteria in the evaluation process and this shall be published as part of the 
quotation or tender process.  

Sustainable considerations must be balanced against value for money outcomes in 
accordance with the Council’s sustainability objectives.  

Practically, sustainable procurement means the Council will always endeavour to 
identify and procure products and services that:  

a)  are necessary;  

b)  demonstrate environmental best practice in energy efficiency/and or 
consumption which can be demonstrated through suitable rating systems 
and eco-labelling;  

c)  demonstrate environmental best practice in water efficiency;  

d)  are environmentally sound in manufacture, use and disposal with a specific 
preference for products made using the minimum amount of raw materials 
from a sustainable resource, that are free of toxic or polluting materials and 
that consume minimal energy during the production stage;  

e)  can be refurbished, reused, recycled, or reclaimed shall be given priority 
and those that are designed for ease of recycling, remanufacture or 
otherwise to minimise waste; and  

f)  ensure recycled products are procured competitively from licensed waste 
processing facilities; and  
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g)  encourage the development of competitive local business within its 
boundary, where economic benefits can be demonstrated. 

Motor vehicle selection will feature the highest fuel efficiency available, based on 
vehicle type, have an ANCAP rating of 5, where practicable, and within the designated 
price range;  

New buildings and refurbishments will use renewable energy technologies for energy 
infrastructure where available. Consideration shall be given to the use of enhanced 
energy conservation measures and enhanced thermal efficiency by design.  

3.   Procurement Thresholds 

The following thresholds apply where the total value (excluding GST) of the full 
contract period for the procurement of goods and/or services (including options to 
extend) is, or is expected to be:  

 

Value of Procurement  

(All values ex-GST) 

Applicable Regulation / Policy  

 

Ad-hoc low risk purchases with a value 
less than $5,000  

(CEO, DCEO and EMTS approval required) 

Goods and services of a low risk, 
consumable item and occasional nature may 
be purchased without the need for a 
quotation. These goods or services must be 
ad hoc and not of a repetitive nature.  
Otherwise, a single written or verbal 
quotation may be required. 

Direct Purchase process applies  

$5,000 to $49,999  

(CEO, DCEO and EMTS approval required) 

Seek enough written quotations (minimum 
two) and receive a minimum of one 
quotation. Maintain a record of the decision 
attached to the order.  

Written Quotation process applies  

$50,000 to $249,999 

(CEO, DCEO and EMTS approval required)  

Seek enough written requests for quotations 
(minimum three) and receive a minimum of 
two quotations. Maintain a record of the 
decision to the order.  

Written Quotation process applies  

$250,000 and above  

(Council approval required)  

Conduct a public tender process.  
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Public Request for Tender (RFT) process 
applies  

 

All purchases must utilise the attached quotation form and to become part of 
the Councils documentation for record keeping. 

 

Note: Where it is considered beneficial, tenders may be called in lieu of seeking 
quotations for purchases under the $250,000 threshold (excluding GST). The decision 
to follow this process will be made by the Chief Executive Officer.  

If a decision is made to seek tenders for contracts of less than $250,000, the same 
procedure must be followed as for all Requests for Tenders, Expressions of Interest, 
Request for Proposal, and other public procurement processes.  

 

3.2  Procurement of less than $5,000  

The 'Direct Purchase Process' must be used.  

 
3.3  Procurement of $5,000 to less than $249,999  

The 'Written Quotation Process as per the Attachment must be used.  
 

3.4  Procurement of $250,000 or above  

The 'Public Request for Tender (RFT) Process' must be used.  
 

3.5  Procurement from a single source/monopoly supplier  

The 'Waiving the Requirement to Seek Quotations or Call Public Tenders Process' 
must be used.  

 
4.  USING A TENDER EXEMPT PANEL OF PRE-QUALIFIED SUPPLIERS  
 
The Shire will request quotations from Pre-Qualified Suppliers in accordance with the 
following processes. 

a)  Establishing a Pre-Qualified Supplier Panel.  

b)  Entering into a Contract with a Pre-Qualified Supplier.  

The Council will ensure each Pre-Qualified Supplier will be invited to quote for the 
supply of goods and services by:  
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a)  Maintaining a comprehensive panel register; and  

b)  Inviting each Pre-Qualified Supplier to quote for the supply of goods and 
services.  

When engaging a supplier from a Pre-Qualified Panel, the following must be 
undertaken.  

a)  A written specification must be prepared.  

b)  Authorisation received from Officer assigned to the respected delegated 
limit to invite panel members to respond.  

c)  Follow the process 'Entering into a Contract with a Pre-Qualified Supplier'.  

The Council will ensure clear, consistent, and regular communication between pre-
qualified panel members by:  

a)  Maintaining a comprehensive panel register;  

b)  Providing to suppliers on the panel register regular information of upcoming 
opportunities;  

c)  Notifying all panel members of quotation outcomes.  

Factors which will be considered when distributing work include but are not limited to:  

a)  the Council's mandatory compliance requirements;  

b)  cost;  

c)  availability;  

d)  capacity;  

e)  project specific requirements.  

All written information will be recorded and retained in accordance with Section 6 of 
the Procurement Policy.  

 

5.  CONTRACT MANAGEMENT AND AUDIT  

All Council contracts will be managed during their lifecycle by the responsible Council 
officer.   

The Chief Executive Officer will perform post contract performance reviews (Audits) 
on selected contracts and provide a quarterly report to Council.  
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6.  RECORDS MANAGEMENT  

a)  All records associated with the tender/quotation process or a direct 
purchase process must be recorded and retained as official Council 
records.  

b)  For a tender / quotation process this includes:  

i. All Tender/Quotation documentation;  

  ii. Internal documentation;  

  iii. Evaluation documentation;  

  iv. All correspondence including enquiry and response documentation;  

  v. Notification and award documentation.  

c)  For a direct procurement process this includes:  

i. Quotation documentation; including correspondence and file notes.  

ii. Internal documentation;  

iii. Order forms and requisitions.  

Record retention shall be in accordance with the minimum requirements of the State 
Records Act 2000, and the Council’s Records Management Practice.  
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The Risk factors in not following the Purchasing and Procurement Policy is high and 
the correct application and use of the policy will ensure adherence and meet the 
council’s governance requirements.  
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Pursuant to Section 5.37 of the Local Government Act 1995, the following employees are 
designated as senior employees – 

a) Deputy Chief Executive Officer; and 

b) Executive Manager Technical Services. 

  

For the purposes of Section 5.36 (2) of the Local Government Act 1995, the Council has 
determined that employees that are appointed in one of the above positions are suitably 
qualified to be appointed as Acting CEO by the incumbent CEO, from time to time, when 
the CEO is on periods of leave, subject to the following conditions; 

1. The CEO is not an interim CEO or Acting in the position; 

2. The term of appointment is not longer than 20 working days consecutive; 

3. That the employee’s employment conditions are not varied other than the employee is 
entitled at the CEO’s discretion, no greater than the salary equivalent to that of the 
CEO during the Acting period. 

 

In the case of the unavailability of the CEO due to an emergency, the Deputy Chief 
Executive Officer is automatically appointed as the Acting CEO for up to 2 weeks from 
commencement, and continuation is then subject to determination by the Council. 

 

All other interim, Acting or CEO appointments to be referred to Council. 
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